OFFICE OF FACILITIES & RISK MANAGEMENT
DIRECTOR

INTRODUCTION: The Director plans, implements and directs the facilities construction, maintenance, risk management
controls and property insurance activities policies, procedures and programs for the Hopi Tribe. The incumbent
performs management and technical duties of considerabie difficulty and complexity, which requires extensive
knowiedge and skill in planning, analyzing, development and applying applicable policies, procedures, rules &
reguiations.

DUTIES: {The following examples of duties are intended io be illustrative only are not intended to be all inclusive or
restrictive)

1. Executes and applies office andfor department policies & procedures fo assist in shaping and improving office
effectiveness and productivity, assures program mission is in compliance with department and tribal goals and
objectives; develops policies to supplement or improve existing policies issued by respective departments; where major
policy changes are necessary in responding to budget appropriations or legislated changes consults with department
manager.

2. In consultation with department manager, develops and periodically reviews/revises the organizational mission, goais &
objectives and functional changes in the office and/or scope of responsibility & obligations; streamlines office operation
in accordance with established organizational policies; strengthens program activities and implements internal control
mechanism through development of procedures and guidelines in maintaining program acccuntability; assures report
submitted by program segments reflect the policies or position of the department.

3. Meets with representafives of other organizational levels of federal and siale agencies, and with legislative and
executive officials of the Hopi Tribal government; may deal extensively with various committee(s), task teams, etc,, of
the Hopi Tribai Councit.

4. Develops and administers annual office budget, establishes short and long-term office and service goals and
objectives; evaluates office and employee performance, oversees compliance with budgetary limitations, provides
accounting and expenditure contro! for program budget; represent program on behalf of the tribe; inferacts with outside
organizations and the public.

5. Provides technical assistance to Tribal Programs, Villages, Enterprises, Regulated Entities and Tribal Council on
insurance, safety issues and critical incident management; reviews legal binding documents entered into by the Hopi
Tribe and villages for risk financing transfer and fiduciary protection;

6. Serves as the lead person on the Tribal Facilities Response Team (TFRT) and the designated tribal official for receipt of
information for incidenis occurring on Hopi Tribal Properties from the Federal Bureau of Investigations (FB!) regarding
the results of bichazard samples for the Hopi Emergency Response Team (HERT) in situations deemed necessary and
as they apply fo Hopi Tribal properties

7. Performs other refated duties as assigned or authorized in order fo achieve office/Tribal goals and objectives.

COMPLEXITY: The work involves varied duties requiring many different and sometimes-unrelated processes and methods applied
to a broad range of activities or substantial depth of analysis. Assignments are characterized by their breadth and intensity of
effort and involve several phases baing pursued concurrenily or sequentially with the support of others within or outside of the
organization. Decisions regarding what needs to be done include fargely undefined issues and elements, requiring extensive
probing and analysis to determine the nature of and the scope of the probiems.

SUPERVISION RECEIVED: The incumbent works under the general day-to-day oversight and supervision of the Manager,
Department of Administrative & Technical Services, who sets the overall objectives and determines and assigns available
resources. The incumbent and supervisor, in consultation, develop poficies, projects, pricrities, deadlines and work standards
to guide the pursuit of Tribal objectives. The incumbent is responsible for planning and carrying out the assignments
independently, resolving conflicts, which may arise. Completed work is reviewed from an overall standpoint in terms of
feasibility, compatibility and effectiveness in achieving expected results.

PERSONAL CONTACTS: The incumbent maintains frequent contact with the supervisor, Hopi Tribal Council, tribal & village
officials/staff, other public/private organizations, funding agency representatives and the general public. The purpose of these
contacts is to exchange factual information related to planning, coordinating & project management/assessment, and building
mutually beneficial professional refationships.

PHYSICAL EFFORT & ENVIRONMENTAL FACTORS: The work is mostly sedentary and performed in a standard office
environment. The incumbent is considered a member of the Tribe’s professional staff and as such is required to work or attend
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meetings in the evenings, weekends holidays when necessary to accomplish the work. Moderate travel by automobile on and
off the reservation is required.

MINIMUM QUALIFICATIONS:
1. Required Education, Training and Experience:

A. Education : Bachelor's Degree in Risk Management, Facilities Management, Business or Public Administration or
closely related field;

AND

B. Experience : Seven (7) years of progressive work expetience in risk or facilities management which includes
supervision, administrative & fiscal management experience.

2. Required Knowledge, Skills, and Abilities:
A.  Knowledge:

Knowledge of modern principies and practices of public administration

Knowledge of strategic planning, contract writing and negotiation, program evaluation and forecasting
Knowledge of department operational activities, mission and client service requirements

Knowledge of tribal, federal & state funding sources, regulations and application processes
Knowledge of the socic-economic realities existing on Indian Reservations

Knowledge of construction and maintenance costs estimation, inspection, etc
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B.  Skills:

Skili in writing & verbal communications

Skilt in managing staff and complex internal relationships

Skili in organizational development & assessment and project planning
Skill in funds development ‘

Skili in providing excellent customer service and public relations

Skill in evaluating construction and maintenance work by skill craftsmen
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C.  Abilities:

Ability to plan, deveiop, implement and administer management

Ability to liaise with various governmental agencies, private businesses and development representatives
Ability to analyze & assess systems failures and develop appropriate corrective action

Ability to review and assess capabilities and performance of subordinate staff

Ability to manage multiple and multi-component projects at one time

Ability to read and interpret construction drawings, schematics and specifications

NECESSARY REQUIREMENT:

1. Must complete & pass the pre-employment screening in accordance with Hopi Tribal Policy.
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CONDITIONAL APPOINTMENT:

Depending on the needs of the position, some incumbents of this class may be required to possess a valid Arizona Driver's License
and pass/complete the Hopi Tribe's Defensive Driving Course
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